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SUBJECT: Policy on Promotions of Civilion Employees in CIG
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| lBdune 1947

BFFECTIVE UNTIL 30 JUNZ 1947 UNLLSS SOONER I[UsSCINDED

1, There-is hereby established within CIG a nromotion nolicy %o
cover rromotion nctions for 21l civilian rersonnel poid from
vouchered funds.

2+ CIG employees will be rromoted within the agency to advanced
rrados whon such vacancies occur, subjoct to the following conditions:

. {n) A vacant position of o higher classification must exist.

- {b) The individual must meot qualification requirements of
the rosition for which he is ‘being recommended in
nccordancs with the standards established by the Civil
Service Cormission or by CIG. ‘

(¢) Promotions of more than one pgrade higher than the grode
held by employee at the time of rocdommendation are not:
to De recconmendeds : :

(a)  The following table specifies the time in grade require-
ments to be met prior to the initiation of action
recomending a promotion:, :

? SP CAF .CPC TIIL I GRADE
1 1 1
5 .
g . ; ;2,) 3 lonths
4 4
5 4 5 N '
1 6 5. 6 6 Ilonths
‘ 7 6 7
2 8 7 8 .
8 9 9. lionths
3 9, VA oo '
10 ‘h___ ™
4 1 ‘ S
5 1;’ . l?* lionths
6 13 al v,
7

14 ’ ' an v
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Edath

roqui hehts Riig orth m hurc.granh 2 of thi have been
net,

4, o excoptlons to the grov:smns of this mﬁmorandum will be grantod
‘ wlthout the specific written approvnl of the Director of Central In=- |
: tellig;ence. " R i

5e This memorandum does ot I)ertum to within grade promotions which
.will be made as provided for in Seetiorn 402 of the Federul Employces
Pay Act of 19')7. ,Such promotions will be automatic as required by lavr
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STA';TINTL . © ' CENTRAL IUTELLIGENCE AGENCY

; . -Vashington, D. Ce

}

ADUTNISTRATIVE INSTRUCTION | L ;

1 NUMBER . B 4 December 1947
STASTINTL ' SUBJECT: Promotion of Civilien Emplovees Peid from Vouchered Funds

: (Adminis. Instruction ﬁdat‘ed 16 June 1947 is rescinded)

1. Civilien employees may be promoted to higher clasmflcatlon grades
within this agency subject to:
Vo C a. Existence of a suitable vacancy.. .
Lo be Complete qualification. of the individual for the vacancy in
accordance with established standards, including background of educa-

“tion, experlence, and personal achievement.

Ce . Promotion normally being for one grade only, erept where no
rrber‘nedlate grade has been established.

P ‘ de (1) A ™Very Good" or "Excellent" efficiency rating for a period
i of six months immediately preceding the date of recommendation for
promotion. ‘

‘ S ' . (2) Promotion to grades P-7 and P-8 or their equivalents will

require an "Excellent" rating for twelve months. :.mmedla’cely preced-

1ng the date of recommendation for promotion.

2. B Partlcular consideration will be given by recommendlng and
approving authorities tos .

(1) Demonstrated aBility by actual perforhance, in a very, good
; . or better manner, of the duties of the grade and posrblon for which
. .. reco mmended.

_ (2) 4 ,previous record of steady advencemént or achievement
sufficient to avoid the implicetion of too rapid advancemen't, par=
. : ticularly to the higher grades and responsible- superv1sory or key
SR technical positions, .

‘after .Lull con51derat10n of all factors whlch mey aff‘ect 1'b.

ter. an 1nternal DOllCV on which to base his recommendatlons for promotion,
based ons : :

hlS jurisdiction.

b.. Primary opnortunlty f'or advancement ‘of individuals currently
employed.‘ Length of service wrbh CIA should be given special con51der-
a‘blon where. warranteds .. :

G RESTRI(TED

O taTes)
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be Each individual case Wlll be decided separately on'its own mer:.ts‘

3e anh Ssit tant Director and Staff Head should establlsh and adm:.nls- ‘

&« Personal lcnovledge of the capabllltles of all 1nd1v1duals under v
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ce -Stimulation of} a -dompetii;ive spirit on the"part'of ‘employees o
of equal grade and responsibilities to ‘qualify for promotion on a basis . ;
of comparative productive efficiency ond: supervisory ability. ‘ ‘ R
] ... d. Office-wide control to avoid, where possible, restricting pro-
l -motion opportunities to a narrow field. .
| : . ‘ : ,
1 . '4s  After ‘considering all factors indicated above, the recommending and
. ! ‘approving authorities will use the folloying table-as a general guide in ;
' _ Lo . determining eppropriate time in grade qualifications of the individual con- ;
" cerned: v ‘
i P sp CAF CPG TIYE I GRADE
1 I T ‘ j
a 2 2 2 ‘f
3 3 3 3 llonths
] - 4 4 :
; 5 Z 57 -
; ‘ 1 6 5 S 6 Iu;onths
! | 2 8 7 8 i
; ;, 8 9 9 HMonths
| | 10
i 5 9 : 12 lonths
; : 10 ;
i 4 S 11 L 15 iionths -
| 5 N iz : 18 lonths -
| ] 13 ' , 21 Yonths
7 14 ‘ 24 Months i
STATINTL
T .:e ENKOETTER "
! ‘ Rear Admiral, USN
Director of Central Intelligence
DISTRIBUTICN: 1 !
.
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CEMTRAL ngs.f;';gr!ccnrfogm Adgcim ded)

\‘InMngton. De Co

dated 16 June 1947 44 resoinded)

U STATINTL ~ '
::_STA ADRUISTRATIVE 11STRUCTION : A'I A
: YU! RER i . '
| STATINTL ‘ ‘ 4 Decenber 1947 1,7/*,
£ SIMJECTY  Promotfon of Civilian loyees Paid from Vouchered Funds 1
STATINTL - (Adminis. Instruotion

ls Civilian omployoes may be promoted to higher olassifioation grades
within this ngenoy subjeot to, S

% Exiatonos of a suitable vaocanoy, |

Pe Complete qualification of the indj vidua
anoordance with oastablished standards, inoludin
tion, exporience, and peraonal achiovement.

1 for the wacancy in
€ dackeround of eduone

8¢ Promotion nomally being for one grade only, exoept where ne
intermodiatn grade has been eatablished, ’
cde (1) A "Very @ood" or "Exoellont*
of six moutis Ammedintely preceding
promotion, : ‘

effiolency rating for a period
tho date of recommendation for

(2) Promotion to grades Pe? and P= or their equivalenta will oo
roquire an “fixoellent" rating for twelve monthe irmediately precede
ing the date of recommendation for promotion,

¢ a¢  Partioular gonaido

ration will be given by recommnding and
Approving authorities tos

(1) Demoratrated ability by motual performance, in a very good

or hetter manner, of the duties of the grade and position for whioh
recoimended,

(2) & previous reocord of steady advernoemsnt or achievenmant
~ sufficlent to avold the impliocation of too rapid advancement, pare

toularly to the higher grades and responsible supervisory or key o
teahnicnl positions, ‘ ‘ S

~ be. Each individual oase will be deolded separately on. {ts own merite ‘
after 1) oonsideration of all l‘aﬂoro‘whloh my lthot it.: ' AR
3, Each realitant Director and bnrr Head shquld eatablish and adminie=

tor an {nternal Polioy on which to base his reco ndations for promotion,
based ony. ' R R i ;

- &e  Personal l’tnowlodgo of the oapabilities of all individuls under s
v ha Jurudloﬂon, } ; ) ‘ - .

'

e 1 ‘Pvfll‘ory 6pp6u§\nnlw for advancement of ind‘lvlq\nln ourrently .
70ds . Longth of ‘service with CIA should be given specinl oneidere

Warranteds.
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. Oe Stimlation of o
of equal prade. and respon
of conprrative productive

compotitive spirit on the part of amployees
tibilities to qualify for promotion on a basis
officiency and suporvisory ability,

de  Off{ceewids control to avoid, w
motion opportunities to & narrow field,

here possible, restricting proe

4 After considering all factors indicated Above, the recommending and
approving authori+ies will use the following table-as a genoral guide in

determining appropriate time in grade qualifications of the individual cone |
~ oorneds : ‘ C ‘ ) i i
p Sp CAP CPC IDE I' GRADE |
1 1 1 ;
2 ? 2 3 llonthe
4 4 ;
2 e - Hi 6 Months . f
K T \ 4
e 8 : S 9 Yonths
10
-8 3 12 Uonths
100
4 1 15 Nonths
] ‘12 18 Monthe
6 13 21 Months
7 14 24 Months

o e ¥ 4 TER
Rear Admiral, tew

Direotor of Central Intellqgence

' ' . - . 0-1
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‘CENTRAL IITELLIGENCE AGENCY NS 4

Vlashingbon, De Ce. -

. (Adminis. Instruction [Eated 16 June 1947 is rescinded) SRR

1. Civilien employees may be promofed &0 higher classification grades
within this sgency subject to:

8. Existence of a suitable vacancy.

be Complete qualification of the individual for the vacancy in .
accordance with established standards, including background of educa-
tion, experience, and personal achievement., : )

¢. Promotion normally being for one grade only, except where no
intermediate grade has been established.

de (1) & "Very Good" or "Excellent" efficiency rating for a period
of six months immediately preceding the date of recommendation for
promotion. ‘

(2) Promotion to grades P-7 and P-8 or their equivalents will
require an “Excellent" rating for twelve months immediately preced-
ing the date of recommendation for promotion, :

2. 8. Particular consideration will be given by recommending and
approving authorities to: i

- (1) - Demonstrated ability by actual pérformmce,' in'a very good
or better memner, of the duties of the grade and position for which

Yrecommended.

(2) A previous record of steady advencement or achievement
sufficient to avoid the implication of too repid adveancement, par-
ticularly to the higher grades and responsible supervisory or key

_bechnical positions.

be Each individual case will be decided separately on its own merits .
after full consideration of all factors which may affect it.

3o Each Mssictant Director and Staff Head should establish and adminis-
ter an internsl policy on which to base his récommendations’ for promotion,
‘based ont ) P o : . .

ae Personal knowledge of the capabilities of all individuels under. '
‘his jurisdiction.: o ‘ ‘

: be Primery opportunity for advencement of individuals currently
', remployed. Length of service with CIA should be given special consider=' -
ation where warranteds. ' : , C o

; Approved‘For Rélease 2001/08/02: CIA-RDP81‘-:00728R000100010020-1
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-2- | |
. 6. Stimulstion of a coinpetiktivek spirit on the part of employees‘

ofk equal grade .and responsibilities to qualify for promotion on a bas:.s
“of comparatlve productive folOlenCJ‘ ond  supervisory ability.

d. Offlce-vnde control to avo:Ld, where poss:.ble, restricting pro-.
motion ‘opportunities to a narrow field.

4; After conmdermg all factors :mdlca’ced above,. the recommendlng and
-approving authorities will use the following teble-as a general guide in i
determining appropriate time in grade qualifications of the individual con=-’

cerneds
P SP CAF CPC TIME I GRADE
) 1 1 1
2 2 2
T 3 P 3 llonths
4 4
© 5 4 5
1 6 5 6 6 lonths
7 6 i
2 8 7 8 a
8 9 9 Months
i 10 )
3 9 12 ‘Months
10 . ‘
4 i1 ) 15 Months
5 12 18 Months
6 13 ) 21 Months
7 14 24 Months

R. H. 'FIILLE“TKOETTER
Rear Admiral, USH
- Director of Cervtral Inuelllgence

DISTRIBUTION: A
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CENTRAL INTELLIGENCE GROUP P .
_ Vinshington, D.-C, il i 5&&,«{:&*’“ .,(Cm(Q/

16 June 1947 AI-

-

NUluBL
SUBJECT: Policy on Promotions of Civilian Employees in CIG

EFFECTIVE UNTIL 30 JUNE 1947 UNLISS SCONER RESCINDED

1. Thore is hereby established within CIG a nromotion poliey to
cover rromotion actions for all c1v111un nersonnel paid from
vouchered funds,

2. CIG employees will be promoted within the agency to advanced:

grades when such vacancies ocour, subjcct to the following conditions::

(2) A vacant position of a hicher classification must exist.

(b) The individual rust meet qualification requirements of
. the rosition for which he is boing recommended in
accordance with the standards established by the Civil
Service Cormission'or by CIG.

{¢) Promotions of more than one gfade higher than the grade
held by employee at the time of recommendation are not
to be recormiended. :

(d) The following table specifics the time in prade require-
ments to be met prior to the mltlntlon of action
recomending a promotion:

P SF CAF cre TILT I GRADE
1 1 1 ‘
2 2. 2 .
3 3 3 3 lionths
4 4
5 4 5
1 6 5 6 6 llonths
7 6 7
2 ‘8 7 8 ,
8 9 9 lionths
10
3 9
10
4 11
5 12 12 Months ,
6 13.
7 14

(1418)
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. 3¢  Recormendations for rromotions will include a statement that the - i

. requirements sot forth in raragraph 2 of this memorandum have been ;

; nete . : . ' i

| ‘4e No exceptions to 'the provisions of this memorandum will be gransod f

f without the specific written approval of the Director of Central In- ;

. telligences g

‘ Se This memorandum doss not per‘tuin. to within grade ;romotions 'which ,;

i will be made &s rrovided for in Section 402 of the Federal Imployces ]

i Pay Act of 1947,  Such promotions will be automatic as required by law, oo
STATINTL FOR T™L DIRECTOR OF CENTRAL INTELLIGENCE:

: ’ DenuTy IXecutive for Porsonnel !

: ' ‘ and Administration L ‘

;}

ATTACHHMENTS: None

DISTRIBUTION: A
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